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Keeping  up  with  the  Joneses,., 
MDOC  has  a  New  Medical  Director 


By  Sally  Johnson,  Professional  Services  Division  Administrator 


Robert  D.  Jones,  M.D. 
joins  the  Department's 
Professional  Services  Division 
as  medical  director  for  the 
Department  and  medical 
director  for  Montana  State 
Prison.  Dr.  Jones  earned  his 
Doctor  of  Medicine  Degree 
from  the  University  of  Utah  in 
1974.  A  board  certified  family 
practice  physician,  Dr.  Jones 
brings  with  him  over  20  years 
of  medical  experience  and 
seven  years  of  correctional 
health  care  experience.  He  has 
over  10  years  experience  in 
community  psychiatry  and  a 
special  interest  in  the  treatment 
of  the  chronically  mentally  ill 
in  both  the  community  and  the 
prison  setting. 

His  medical  expertise 
allowed  him  to  work  in  both 
emergency  medicine  and 
primary  health  care  settings.  A 
Colonel  in  the  U.S.  Army 
Reserve,  during  Operation 
Desert  Storm  Dr.  Jones  was 
responsible  for  writing  the 
mass  casualty  and  triage 
procedures  as  he  served  as 
Chief  Triage  Officer  in  the 


97th  General  Hospital  in 
Frankfurt,  Germany. 

For  nearly  20  years,  Dr. 
Jones  served  as  a  faculty 
member  and  clinical  supervisor 
of  both  physician  assistant  and 
nurse  practitioner  programs, 
and  has  lectured  on  various 
correctional  health  care  topics 
at  national  conferences.  He  is 
the  current  president  of  the 
American  Correctional  Health 
Services  Association,  West 
Coast  Direaor  for  the 
National  Society  for 
Correctional  Physicians  and  a 
member  of  the  Association  of 
Military  Surgeons  of  the 
United  States.  Having  served 
as  surveyor  for  jails  and  prisons 
for  the  National  Commission 
on  Correctional  Health  Care, 
he  brings  Montana  the  skills  to 
lead  the  Department  to 
National  Commission  on 
Correctional  Health  Care 
accreditation,  a  key 
Departmental  goal.  He  led  the 
Utah  Department  of 
Corrections  to  achieving 
National  Commission  on 
Correctional  Health  Care 


accreditation,  and  to 
compliance  required  as  a  result 
of  a  class  action  law  suit.  As 
part  of  his  commitment  tp 
medicine,  he  has  served  on 
various  medical  boards  and 
committees. 

At  Montana  State 
Prison,  Dr.  Jones  replaces 
Clancy  Cone,  M.D.  who 
provided  part  time  medical 
director  services  on  contract 
and  is  credited  with  leading  the 
Montana  State  Prison 
Infirmary  to  higher  quality  of 
health  services  during  the  past 
several  years. 

Montana  is  quite 
fortunate  to  have  recruited  a 
physician  with  the  medical  and 
correctional  credentials  Dr. 
Jones  has.  He  holds  a  unique 
position  with  the  Department 
as  a  half  time  position  as 
medical  director  at  Montana 
State  Prison,  and  half  time  as 
department  medical  direaor. 
Whether  you  meet  at  Montana 
State  Prison  or  elsewhere  in 
the  State,  please  take  time  to 
get  to  know  Dr.  Jones. 
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Message  from  the  Director 

MWP  at  2001  Projection 

As  of  October  31,  1997,  73  inmates  were  at  the  Montana 
Women's  Prison  (MWP),  8  off-site,  and  14  inmates  were  being 
held  in  county  jails.  This  is  a  total  count  of  95  inmates,  putting 
the  Women's  Prison  over  capacity.  Admissions  to  MWP  continue 
to  increase.  In  addition,  the  total  institutional  group  female 
inmate  population  on  October  31  was  187.  The  Department  had 
projected  that  the  State  would  not  reach  this  total  until  fiscal  year 
end  2001. 

During  the  55th  Legislature,  the  Department  requested 
authorization  to  use  an  existing  appropriation  to  construct  a  48- 
bed  addition  to  the  prison  and  make  related  infrastructure 
improvements.  The  proposed  addition  would  have  doubled 
prison  capacity  by  adding  a  close/maximum  security  and 
reception  unit  allowing  the  present  structure  to  be  converted  to 
medium/minimum  prison  space.   However,  the  request  was  not 
approved. 

The  Department  will  present  plans  for  the  women's  prison 
during  the  Corrections  Standards  and  Oversight  Committee's 
November  1997  meeting  and  subsequently  to  the  56th  Legislature. 
However,  the  present  situation,  together  with  the  outlook  for 
resources  and  future  correctional  populations  will  shortly  require 
the  Department  to  impose  a  cap  on  women's  prison  admissions. 
Such  a  cap  would  most  likely  include  pre-releases  since  available 
spaces  there  will  be  needed  for  prison  inmates  who  would  soon 
become  eligible  for  community  programs. 

We  are  also  in  the  process  of  evaluating  inmates  and 
options  to  contract  for  the  out-of-state  placement  of  female 
inmates.  Once  the  prison  population  is  reduced,  then  the  entire 
system  must  function  on  a  one-in  one-out  basis  to  allow  operation 
within  appropriate  capacity  levels. 

The  use  of  an  admissions  cap  and  of  out-of-state  contraaed 
beds  is  a  short-term  solution  that  is  necessary  to  support  the  state's 
criminal  justice  system.  The  pressing  need  for  these  two  interim 
tactics  may  appear  to  overshadow  the  Department's  progress  in 
women's  corrections.  However,  of  the  over  1,600  women 
currently  institutionalized  or  on  probation  or  parole,  Montana 
has  placed  more  than  90%  of  these  offenders  in  community 
corrections  programs.  Although  this  leaves  MWP  more  available 
for  offenders  of  violent  crimes,  the  prison  is  already  over  twice  its 
design  capacity.  With  that  in  mind,  it  is  time  we  move  forward  to 
ensure  that  Montana  has  adequate  prison  space  for  female 
offenders. 


Schedule  of  Events 


11-07-97    Correctional  Standards 
Oversight  Committee 
Meeting,  9-5,  IViWP, 
Billings 

1-11-97    HOLIDAY  -  Veterans'  Day 

1-12-97    MCE  Apprenticeship  Adv. 
Comm.,  10:30-12,  Ranch 
Accounting  Office 
Conference  Room 

1-17-97    Policy  Task  Force,  1-5, 
MLEA 

1  -1 8-97    Policy  Task  Force,  8-5, 
MLEA 

1-19-97    Policy  Task  Force,  8-5, 
MLEA 

1-19-97    Management  Team,  9-5, 
Treasure  State  CTC 


1-20-97    Management  Team,  8:30- 
12,  Treasure  State  CTC 

1-27-97    HOLIDAY  -  Thanksgiving 
Day 
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Pine  Hills  Seeks 
AC  A  Accreditation 

By  Jim  Hunter 

Director  of  Care  &  Custody 

Pine  Hills  Youth  Correctional  Facility  is 
working  to  become  the  first  correctional  facility  in  the 
state  of  Montana  to  be  accredited  by  the  American 
Correctional  Association.  We  are  currently  in  what 
ACA  refers  to  as  Correspondent  Status  and  setting  up 
441  individual  files,  one  for  each  standard.  To  meet 
accreditation  requirements  we  will  have  to  be  in 
compliance  with  100%  of  the  twenty-nine  mandatory 
standards  and  90%  of  the  remaining  standards.  We  are 
also  writing  and  revising  our  policy  manual  as  quickly 
as  we  are  able.  The  primary  documentation  for  each 
standard  is  the  specific  facility  policy  relating  to  it. 

Although  perhaps  optimistic,  we  plan  on 
having  the  policies  and  ACA  standards  files  completed 
by  January  1,  1998.  Following  that  we  will  complete  a 
self-audit  by  February  1,  1998,  and  submit  our  Self 
Evaluation  report.  Approximately  March  1,  1998,  an 
audit  team  from  the  American  Correctional 
Association  will  come  to  Pine  Hills  and  conduct  the 
accreditation  audit.  This  audit  will  then  be  reviewed  at 
a  hearing  in  April  of  1998  at  ACA's  April  meeting  in 
Bloomingdale,  Illinois. 

This  project  is  a  very  intensive  undertaking 
that  will  take  the  support,  cooperation,  and  assistance 
of  all  staff  at  Pine  Hills.  However,  we  feel  that  the 
recognition,  program  guidance,  and  direction  that 
accreditation  brings  will  more  than  be  worth  the 
effort. 


ISB  Reorganizes 


OOPS! 

The  October  issue  of  the  MDOC 

Newsletter  included  an  article  titled 

"Other  Sick  Leave  Benefits."  In  the 

second  paragraph  it  states  "Many  times 

employees  accrue  sick  leave  beyond  what 

IS  allowable  to  carry  over..."  This 
statement  is  incorrect  as  there  is  no  limit 
to  the  amount  of  sick  time  that  can  be 
accrued. 


The  Information  Systems  Bureau  has  been 
restructured  effective  October  6,  1997. 

Mary  Letang's  duties  have  been  changed.   She 
will  continue  to  report  to  Larry  DeFrance  and  perform 
all  of  the  Department's  security  functions  with  respect 
to  automation.  This  includes  network,  AS/400  and 
state  mainframe  security,  as  well  as  being  the  E-mail 
administrator.   In  addition,  Mary  will  be  responsible 
for  the  Bureau's  emergency  preparedness  efforts, 
devoting  more  time  to  working  on  the  Department's 
disaster  recovery  plans  for  the  AS/400  and  the 
networks.  In  addition,  Mary  will  continue  to  be 
available  for  special  projects  like  the  work  she  did  on 
the  MDOC  victim  notification  system. 

Leo  LaSalle  will  assume  the  supervision  of  the 
AS/400  Support  Services  Section,  which  has  been 
renamed  the  System  Development  Section.   The  name 
change  reflects  the  fact  that  Leo's  group  will  now  be 
responsible  for  the  development  of  PC-based  systems. 
This  group  will  also  provide  support,  through  the 
Help  Desk  for  PC  applications  such  as  Lotus  and 
WordPerfect.  We  will  be  recruiting  two  PC 
programmers  for  Leo's  group.  Leo  will  now  report  to 
Larry  DeFrance. 

Rick  Basiaga  has  joined  the  Bureau  effective 
October  20,  1997.   Rick  will  report  to  Dan  Fuller  and 
will  be  assisting  Dan  and  Mike  Raczkowski  in  the  PC 
and  network  support  area.  Rick  will  be  located  at 
MSP,  and  the  Bureau  will  dispatch  from  Deer  Lodge  to 
service  the  western  part  of  the  state. 

ISB  will  be  recruiting  three  additional  staff  to 
work  with  Dan  Fuller  in  assisting  the  networks.  These 
new  staff  members  will  be  located  in  Helena,  Great 
Falls  and  Billings  to  provide  faster  response  to  needs 
throughout  the  State.  A  full-time  network  support 
position  will  also  be  added  at  a  location  yet  to  be 
determined. 

Carol  Haywood's  duties  at  the  Help  Desk 
remain  unchanged  and  she  continues  to  report  to  Larry 
DeFrance.  Dean  Smail  continues  as  the  Project 
Manager. 
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New  Employees 


Rae  Glosser 


The  Montana  Department  of  Corrections  welcomes 
and  congratulates  the  foUowmg  employees: 

DEPARTMENT  OF  CORRECTIONS 

New  Hires 

Margaret  Jennings    07-08-97    Fiscal  Officer,  Helena 

Amy  Rehbein  07-17-97    Adm.  Support, 

Thompson  Falls  P&P 
07-21-97    Facilities  Mngr,  Helena 
07-25-97    Adm.  Support,  Libby 

P&P 
08-18-97    Acct.  Tech.,  Kalispell 

Reg.  P&P 
08-18-97   Acct.  Tech.,  Missoula 

Reg.  P&P 
08-22-97    Info.  Support  Spec, 

Helena 
Chris  Christensen     09-02-97    Organizational  Dev. 

Officer,  Helena 
09-08-97   Acct.  Tech.,  Great 

Falls  Reg.  P&P 
09-15-97    Research  Spec,  Helena 
10-20-97    Adm.  Support,  Billings 

Reg.  P&P 
10-08-97    Adult  P&P,  Hamilton 

P&P 
10-10-97    Cottage  Life 

Attendant,  Bigs  TC 
10-10-97    Cottage  Life 

Attendant,  Bigs  TC 


Scott  Craigle 
Penny  Ray 

Steve  Brant 

Lois  Petritz 

Dean  Smail 


Beth  Thorsen 

Dewey  Hall 
Kristin  Nydam 

John  Hartman 

Roland  Petrie 

Ruby  Davis 


Job  Transfers 
Curt  Swenson 


07-01-97   Aduh  P&P  Officer, 

Billings 
08-18-97   Juvenile  Parole  Officer, 

Helena 
08-25-97    Adm.  Support, 
Bozeman  P&P 
08-18-97   Aca.  Tech.,  Helena 
08-12-97   Adm.  Support, 
KaHspell  P&P 
09-08-97   Acct.  Tech.  Bigs  P&P 
09-09-97    Adm.  Support,  Bigs 
P&P 
Nancy  Schmauch       09-15-97    Adm.  Support,  Comm. 

Corr.,  Helena 
MikeEliason  09-30-97    Adult  P&P,  Hamilton 

Mary  Fay  10-01-97    P&P  Officer  Bureau 

Chief,  Helena 
Lois  Adams  10-20-97    Policy  Coord.,  Helena 


Cathy  Adgerson 

Rebekah  Klein 

Pam  Novak 
Donna  Weeks 

Susan  Davis 
Valarie  Crowder 


09-22-97    Trng.  &Dev. 

Specialist,  Helena 


TREASURE  STATE  CORRECTIONAL 

TRAINING  CENTER 

New  Hires 

Teresa  Oedekoven 

Kelly  Bigelow 

Shannon  Jennings 

Edward  Krause 

Matthew  King 

Job  Transfers 
Brian  Kerutis 


07-01-97 
09-15-97 
09-15-97 
09-15-97 
09-17-97 


Drill  Instructor 
Drill  Instructor 
Drill  Instructor 
Drill  Instructor 
Drill  Instructor 


07-14-97    Maintenance  Worker 


RIVERSIDE  YOUTH  CORRECTIONAL 
FACILITY 
Job  Transfers 

James  Hinch  07-01-97    Maintenance 

Supervisor 

MONTANA  WOMEN'S  PRISON 
New  Hires 
Kelly  Nash 
Tami  Welt 

Job  Transfers 
Gloria  Cowee 


10-08-97    Correctional  Officer 
10-15-97    Correctional  Officer 


10-14-97    Case  Manager 


MONTANA  STATE  PRISON 
New  Hires 

GlenGalle  09-11-97  Correctional  Officer 

Thomas  Anderson  09-30-97  Correctional  Officer 

Karen  Barron  09-30-97  Correctional  Officer 

Scott  Clark  09-30-97  Correctional  Officer 

Dennis  Cooper  09-30-97  Correctional  Officer 

Shane  Daniels  09-30-97  Correctional  Officer 

Randy  Fleming  09-30-97  Correctional  Officer 

Earl  Fode  09-30-97  Correctional  Officer 

Tom  Gillibrand  09-30-97  Correctional  Officer 

Leslie  Letson  09-30-97  Correctional  Officer 

William  Loranger  09-30-97  Correctional  Officer 

Kama  Peterson  09-30-97  Correaional  Officer 

Thomas  Seymour  09-30-97  Correctional  Officer 

Darren  Shelton  09-30-97  Correctional  Officer 

Donna  Young  09-30-97  Correctional  Officer 
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MCA  holds 
Annual  Conference 

I  By  Ken  Grady 
Probation  &  Parole  Officer,  Great  Falls 

The  Montana  Correctional  Association  (MCA) 
held  Its  45th  annual  seminar  in  Deer  Lodge,  Montana, 
September  16-19,  1997.  This  year's  theme  was  "What 
Works,  What  Doesn't."  There  were  80  plus  people 
registered  for  the  Conference. 

This  year  the  Executive  Board  of  the  Montana 
Correctional  Association  felt  that  an  adult  and  juvenile 
panel  of  correctional  staff  discussing  their  areas  of 
expertise  would  enhance  understanding  of  who  does 
what.  This  was  the  first  day  of  training  where  short 
presentations  were  given  bv  individuals  concerning 
their  respective  areas.   This  was  most  interesting  to 
find  out  what  the  other  professionals  are  doing  in  their 
field.   The  adult  panel  was  moderated  by  Craig 
Thomas,  executive  secretary  of  the  Board  of  Pardons; 
the  [uvenile  panel  was  moderated  by  Sue  Wilkins, 
executive  director,  Missoula  Correctional  Services. 

The  presenter  this  year  for  the  single  track 
training  was  Dr.  Edward  J.   Latessa,  professor  and  head 
of  the  Division  of  Criminal  Justice  at  the  University  of 
(  Cincinnati.  He  was  obtained  through  NIC.  Dr. 
Latessa  spent  12  hours  discussing  programs,  program 
development  and  implementation  plus  data  pertaining 
to  statistical  application  and  research. 

There  were  a  number  of  participants  that 
described  this  year's  training  as  one  of  the  best.  MCA 
President  Steve  Redfern  did  a  great  job  putting  this 
conference  together. 

There  were  nine  awards  given  out  this  year  at 
the  Thursday  night  banquet  and  they  are  as  follows: 

1.  Probation  &  Parole  Officer  of  the  Year 
John  Riley,  Bune  Probation  &  Parole 

2.  Juvenile  Detention/Institutions  Employee  of 
the  Year 

Sheila  Seifert,  Pine  Hills  School 

3.  Juvenile  Probation  Officer  of  the  Year 

Glen  Welch,  Chief  Juvenile  Probation  Officer 

4.  Administrative  Support  Employee 

Hank  Pfeifer,  Board  of  Pardons  and  Parole 

5.  Pre-Release  Employee  of  the  Year 
Darren  Zent,  Alternatives,  Inc.,  Billings 


6.  Correction  Employee  of  the  Year  tor  the 
Women's  Correctional  Center 

Steve  Griffin,  MWP  (\'olunteer/Inter 
Coordinator) 

7.  Corrections  Employee  for  Montana  State 
Prison 

Jerry  Hurlbert  &  Ken  Neubauer,  Montana 
State  Prison 

8.  Correctional  Employee  of  the  Year 
Mike  Thatcher,  Head  Director,  Butte  Pre- 
Release  Center 

9.  MCA  $500  Criminal  Justice  Scholarship 
Josh  Walter,  Washington  State  University, 
residence  Butte,  Montana 

Sue  Wilkins  will  be  president  in  1997-98  and 
she  will  host  the  1998  MCA  Conference  in  Missoula  at 
the  Holiday  Inn,  September  22-24,  1998. 


1997  WeCA  Conference 

By  Debbie  Willis 

State  Probation/Parole  Officer,  Billings 

I  have  been  a  member  of  Western  Correctional 
Association  (WeCA)  for  the  past  15  years,  actively 
involved  in  the  board  of  directors  for  the  past  5-6  years 
and  secretary  the  last  3  years.  Recently,  I  was  elected 
President-elect  with  my  conference  being  held  in  Las 
Vegas,  Nevada,  in  September  1998.  Our  current 
officers  are  Diane  Wiley  (Utah),  President;  myself. 
President-elect;  Steve  Hanrahan  (Nevada),  Vice- 
President;  Sally  Powell  (Utah),  Secretary;  Judy  Croft 
(British  Columbia),  Treasurer. 

WeCA  is  a  great  place  to  meet  people  in  all 
different  levels  of  corrections  from  nine  states  and 
three  provinces,  network  with  them  and  develop 
resources.  WeCA  strives  to  put  together  training  tracts 
that  will  benefit  correctional  personnel  in  their  day-to- 
day jobs,  as  well  as  career  movement. 

The  1997  conference  was  held  in  White  Rock, 
British  Columbia,  Canada,  September  28  -  October  1, 
1997.  The  theme  for  the  conference  was  "Strategic 
Corrections."  It  was  presented  by  the  Correctional 
Service  of  Canada,  British  Columbia  Criminal  Justice 
Association,  British  Columbia  Board  of  Parole  and  the 
Justice  Institute  of  British  Columbia.  The  training 
tracts  included  information  on  electronic  monitoring, 
restorative  justice,  managing  sex  offenders,  victim 
offender  mediation,  transition  programs  for  offenders 
and  native  teaching  in  programming  for  offenders. 

T  Please  continue  reading  on  Page  6 
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They  offered  three  tours  of  institutions:  British 
Columbia  Correctional  Centre  for  Women,  Ferndale 
Institution  (minimum  security)  and  the  Justice  Institute 
of  British  Columbia  (training  facility).  There  were 
approximately  350  people  in  attendance.   Our  next 
conferences  will  be  held  in  Cheyenne,  Wyoming 
September  1998,  Las  Vegas,  Nevada  September  1999, 
Phoenix,  Arizona  September  2000  and  Hawaii  in  the 
year  2001. 


MDOC  Logo  Pins  Available 

^^  G^^^  Montana  Treasure  Casting 

of  Helena  has  reproduced 
the  Department  logo  into  a 
pin.  They  are  available  in 
gold  and  pewter  and  cost 
$1.50  each.  If  you  are 
interested  in  purchasing, 
please  contact         Julie 

Buchman  at  the  Helena  Office  in  Room  213  or  call  444- 
3918.   Show  your  team  spirit  and  purchase  one  of  each! 


//////////////////// 


MDOC  Training  Calendar 


The  following  revised  1997  Training  Calendar  is  not  exhaustive,  additional  courses  will  be  scheduled 
periodically  throughout  the  remainder  of  the  year.  Facility/Program  staff  wishing  to  attend  a  training  session 
may  register  by  submitting  a  Training  Request  Form  or  having  their  supervisor  call  the  Training  Center  1-406- 
846-1320  ext.  2443  or  Winnie  Ore,  Staff  Development  and  Training  Bureau  Manager  1-406-444-7795. 


Date 
November 

November  3-21 
November  4 
November  5 
November  6 
November  11 
November  12 
November  13 
November  17-21 
November  18 
November  19 
November  20 
November  24-26 
Nov.  24  -  Dec.  5 

December 

Nov.  30  -  Dec.  19 
December  1-11 
December  1-12 
December  1-19 
December  8-12 
December  17-19 


Course 

Corrections  Officer  Basic  -  MLEA 
Emergency  Preparedness  -  1  day  course 
Emergency  Preparedness  -  1  day  course 
Emergency  Preparedness  -  1  day  course 
Emergency  Preparedness  -  1  day  course 
Emergency  Preparedness  -  1  day  course 
Emergency  Preparedness  -  1  day  course 
Support  Staff  Basic  -  MSP 
Emergency  Preparedness  -  1  day  course 
Emergency  Preparedness  -  1  day  course 
Emergency  Preparedness  -  1  day  course 
Leadership  and  Influence 
Corrections  Officer  Basic  Site  Specific  -  OJT 


Hours 


120  hours 
8  hours 
8  hours 
8  hours 
8  hours 
8  hours 
8  hours 
40  hours 
8  hours 
8  hours 
8  hours 
20  hours 


80  ho 


urs 


Correaions  Officer  Basic  MLEA-  Great  Falls  Regional  Prison  120  hours 

Probation/Parole  Officer  Basic  -  MLEA  80  hours 

P/P  Officer  Basic,  MLEA  80  hours 

Corrections  Officer  Basic  -  Great  Falls  120  hours 

Supervisor  I  -  Helena  40  hours 

PIO  Training  -  MLEA  20  hours 
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The  Windmill 


Writing  Objectives 

Approach  writing  with 
these  objectives  in  mind: 
•>  Clarity  the  meaning 
the  reader  gets  is  the  one 
you  intended. 
•>  Completeness:  you've 
answered  every  relevant 
question  the  reader  has 
asked  or  might  ask. 
•>  Correctness.  All  the 
information  is  accurate, 
and  the  presentation  has 
proper  grammar,  spelling, 
sentence  structure,  word 
choice,  mechanics  and 
punctuation. 
'^  Saving  the  reader 
time,  the  document's 
organization  and  formatt- 
ing helps  support  the  con- 
tent by  making  the  doc- 
ument easy  to  read  and 
understand,  and  helps  the 
reader  to  act  on  the  infor- 
mation. 

•>  Building  goodwill,  the 
message  presents  a  pos- 
itive image  of  the  agency 
and  the  author.  It  treats 
the  reader  as  a  human 
being,  and  creates  a  good 
relationship  between 
writer  and  reader. 


E-Mail/ZiP  Mail  Guidelines 

Compiled  by  Mike  Cronin 
MT  Department  of  Corrections 


E-Mail/ZiP  Mail  Guidelines 


se  these  guidelines  when  writing 
and  sending  e-mail  (this  includes  Zip 
Mail);  they'll  make  your  commu- 
nications stronger  and  may  save  you 
embarrassment  later  on. 

Public  Information 

Every  e-mail  is  a  public  document 
no  matter  how  personal  the  content. 
Hackers  can  retrieve  your  e-mail 
documents  even  after  you  and  your 
receiver  have  deleted  them  from  your 
computers. 

In  some  states,  e-mail  is 
"discoverable"  and  usable  as  evidence 
in  court  cases.  Clearly,  you  must  be 
careful  about  what  you  say.  The  best 
rule  is  this:  If  you  wouldn't  write  it  in 
a  formal  letter  on  letterhead,  don't 
write  it  in  an  e-mail  document. 

That's  why  you  will  want  to  avoid 
"flaming"  people.  A  flame  is  a 
personal  insult  or  extreme  opinion 
directed  at  the  recipient  that  may  come 
back  to  haunt  the  sender. 

E-mail  Style 

Most  people  tend  toward  a  highly 
informal  and  colloquial  style  in  e-mail, 
in  part  because  of  the  misperception 
that  it  is  more  private  than  a  formal 
letter.  Actually,  e-mail  is  far  more 
public  and  subject  to  snoopers  than 


most  documents. 

Therefore,  you  should  tend  toward 
using  at  least  a  semi-formal  style  of 
writing  in  a  recognizable  format 

While  the  style  doesn't  always 
need  to  be  formal,  you  will  still  want 
to  observe  the  proprieties  of  decency 
and  the  techniques  of  strong,  clear 
writing  (see  The  Windmill  Writing 
Guidelines  and  Checklist  and  the 
scholar's  margin  to  the  left  here). 

Format 

The  most  important  part  is  an 
informative  subject  line.  ZIP  Mail  uses 
a  subject  line  "dialog  box."  If  you  use 
another  program  that  doesn't,  type  a 
subject  line  at  the  top,  much  as  you 
would  in  typing  a  memo. 

Subject  lines  should  indicate  both 
the  message's  content  and  its  sense  of 
urgency,  but  be  honest  about  that  sense 
of  urgency. 

In  fact,  using  a  standard  memo 
format  for  the  entire  document  is 
perfect. 

Putting  long  lists  in  buUeted  or 
outline  form  will  also  make  your 
missive  more  memorable. 

Type  in  the  normal  upper  and 
lower  case  letters.  A  message  typed  in 
all  capital  letters  is  simply  unreadable, 
and  thus  unread. 
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E-Mail  Guidelines 


Before  You  Send 

E-mail  travels  at  the  speed  of 
electricity.  So  before  you  send 
one,  proofread  it  for  content, 
mechanical  and  punctuation 
errors,  spelling,  etc.  just  like 
you  would  for  on 
letterhead. 

Also  check  for  tone 
(your  attitude  toward  the 
receiver),  completeness, 
and  that  you  have  actually 
attached  any  attachments. 


Memory 


The  song  from  Cats  wants  to 
bring  back  the  memories  once 
again.  So  do  computer  system 
operators.  Clear  out  your  Zip  Mail 
files  everyday  or  so  to  help  keep 
the  server  from,  melting  down  like 
Three  Mile  Island.  This  includes 
emptying  the  Trash—call  the 
MDOC  Help  Desk  at  444-4234  for 
instructions. 


Spamming 


Spamming  means  that 
someone  has  zipped  a  message  to 
a  large  list  of  people  who  probably 
don't  want  it.  When  the  message 
is  unwanted  or  irrelevant,  it  wastes 
employees'  time  and  taxpayers' 
dollars. 

In  addition,  spamming  can 
take  up  a  great  deal  of  memory  on 
a  server  and  at  its  worst  may  cause 
work  stations  to  operate  slower  or 
even  crash. 

However,  spamming  is  an 
effective  way  to  reach  many 
people  in  a  hurry— at  least  those 
who  have  e-mail— and  you  can  set 
up  mailing  groups  on  ZIP  Mail 
address  books  for  just  that 


purpose.  But  don't  forget  to  tell   ^ 
those  without  e-mail  or  Zip  Mail 
about  your  message. 

Sending  E-mail  by  Zip 

It's  easy,  but  first  you  need  to 
enter  in  the  e-mail  address. 

With  Zip  Office  open,  choose 
Open  from  File  Select  Internet 
Address  A  dialog  box  pops  up 
asking  for  the  recipient's  name,  e- 
mail  address,  and  any  description 
you  want  to  enter  Type  those  in 
and  close. 

Be  sure  to  type  the  e-mail 
address  exactly  as  it  has  been 
given  to  you  in  lower  case  l«tters 
and  without  any  spaces  between 
letters. 

Now  you're  ready.  Create 
your  message  in  the  normal  way.  ^ 
After  selecting  Send  Now,  insteac^ 
of  choosing  a  name,  select  Switch 
Address  Book  in  the  lower  right 
hand  comer  of  the  dialog  box. 

Your  Internet  Address  Book 
will  appear  and  you  may  select  the 
recipient's  name  and  send  in  the 
regular  way. 

If  the  transmission  fails,  you 
will  get  an  error  message,  and  will 
need  to  careftil  check  the  e-mail 
address  for  entry  errors. 


Source 

Much  of  this  E-mail  Guideline  is 
culled  from  Fabrik's  E-Mail 
Netiquette  Guide,  available  free  at 
netiquette@fabrik .  com . 
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Persons  with  disabilities  who  need  an  alternative, 
accessible  format  of  this  document  should  contact 
Department  of  Corrections  at  the  address  below.  Phone 
406-444-3918. 


1475  copies  of  this  public  document  were  published  at  an  estimated 
cost  of  %.17  per  copy,  for  a  total  cost  of  $398.31,  which  includes 
$259.30  for  printmg  and  $139.01  for  distribution. 


MONTANA  DEPARTMENT  OF  CORRECTIONS 
Julie  Buchman,  News  Editor 
1539  11th  Avenue 
PO  Box  201301 
Helena  MT  59620-1301 

FORWARDING  &  ADDRESS 
CORRECTION  REQUESTED 


Bulk  Rate 
U.S.  Postage 

PAID 

Helena,  MT 

Permit  No.  89 


MONTANA  STATE  LIBRARY 
DEADHEAD 


DEPAR  TMENT  OP  CORRECTIONS  MISSION 

The  Department  of  Corrections  ts  dedicated  to  puhik  safety  and  trust  by  holding  adult  and  juvenile 
offenders  accountable  for  their  actions  against  victims  through  custody,  supervision,  treatment,  work, 

restitution  and  skill  development. 


